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Chapter I 
Introduction 

1-1. Purpose 
This pamphlet defines policies and procedures governing the civilian incentive awards program for 
KACC and Barquist USAHC and establishes guidelines to operate this program within the manda
tory budgetary constraints imposed by Headquarters, U.S. Army Medical Command (MEDCOM). 

1-2. References 
Related references are listed in appendix A. 

1-3. Explanation of abbreviations 
Abbreviations used in this pamphlet are explained in the glossary. 

1-4. Supervisory responsibilities 
Responsibility for a quality civilian incentive awards program begins with the immediate supervisor 
originating the award nomination. Supervisors will ensure that only nominations of substantial merit 
are formalized and that the manner of performance clearly exceeds the standard for the position. 
Employees should not be denied an incentive award because they received an award for another 
achievement during the fiscal year. Supervisors will ensure employees are not informed that they are 
under consideration for or have been nominated for any incentive award since any such action is 
premature and may cause serious morale problems in the event that the nomination is not approved. 

1-5. Approval authority 
Except Time Off awards of up to 8 hours, which are approved by department and division chiefs, the 
Commander, U.S. Army Medical Department Activity, Fort George G. Meade (MEDDAC) is the 
approval authority for all civilian awards for KACC and Barquist USAHC civilian employees for 
which the commander has been delegated approval authority by the Secretary of the Army. 
Nominations for awards that are above the approval authority of the MEDDAC Commander, which 
the MEDDAC Commander recommends approval of, will be referred to the Commander, North 
Atlantic Regional Medical Command (NARMC), and the Commander, MEDCOM, as required, for 
further processing and approval. 

Chapter II 
 
General, and Types of Awards
 

Section I 
General 

2-1. Objective of the Civilian Incentive Awards Program 
The Civilian Incentive Awards Program is designed to recognize Federal civilian employees whose 
performance and contributions are substantially above normal job requirements and standards. 

2-2. Equitable distribution of awards 
MEDDAC policy requires an equitable distribution of awards among organizations as well as by 
employee pay plans, grades, and occupations. In addition, recognition and award patterns should 
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reflect equitable treatment for all employees regardless of race, color, sex, age, national origin, 
religion, handicap, or any other factors that are not job related. 

2-3. Use of awards as a motivational device 
The utilization of awards involves more than just rewarding deserving employees. It is also a 
motivational device for the entire workforce. The prudent use of awards recognition is essential to 
ensure that only those who meet the established criteria receive the awards and that the awards 
granted produce the desired motivational effect. Awards should not be granted automatically based 
solely on the presumption than an employee is sustaining the high level of performance previously 
recognized. Recognition has its greatest impact when it closely follows the contribution for which it 
is granted. 

2-4. Limitations on quality step increases 
Quality step increases (QSIs) will be limited to one every other year. If an employee receives a QSI 
one year, he is ineligible to receive a QSI the following year. The 2-year period begins on the thru 
date of the appraisal resulting in the QSI. 

2-5. Processing time frames 
Nominations should be submitted through the appropriate department or division chief to the 
Civilian Personnel Branch, Human Resources Division, within 10 days of the completed act or 
within 30 days after the rating has been approved. The Civilian Personnel Branch will review all 
award recommendations for technical accuracy and forward them to the Civilian Awards Board to 
obtain the board’s recommendations to the MEDDAC Commander. 

2-6. The MEDDAC Civilian Awards Board 
The MEDDAC Civilian Awards Board will meet monthly (in person or electronically) to evaluate 
award recommendations. The results and recommendations of the board will be forwarded to the 
MEDDAC Commander for approval. The board will consist of the following, all being voting 
members except the recorder: 

(1) Deputy Commander for Administration (President) 
(2) Deputy Commander for Clinical Services or representative 
(3) Deputy Commander for Nursing or representative 
(4) Senior Medical Noncommissioned Officer or representative 
(5) One base-level employee (grade 1 through 8) 
(6) One mid-level employee (grade 9 through 12) 
(7) One senior-level employee (grade 13 and above) 
(8) Representative, Barquist USAHC (ad hoc) 
(9) Recorder (Provided by the Civilian Personnel Branch, Human Resources Division.) 

2-7. Civilian members of the MEDDAC Civilian Awards Board 
Annually, each October, the Civilian Personnel Branch will solicit the federal civilian workforce at 
KACC (general schedule and wage grade employees) for volunteers to serve on the Civilian Awards 
Board. All volunteers will be scheduled to serve on the board on a rotating basis. Should there be 
more than 12 volunteers within a grade category (that is, base-, mid- or senior-level), the Civilian 
Personnel Branch will randomly select 12 volunteers from all the volunteers within the affected 
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category to serve on a rotating basis for the fiscal year. Volunteers will be renewed annually. 
Awards board members must abstain from voting on their own awards and must excuse themselves 
from the meeting during the discussion and voting of their own awards. 

Section II 
 
Superior Accomplishment Awards 
 

2-8. General 
Superior accomplishment awards are categorized as monetary awards and will be awarded only 
when the budget permits. 

2-9. On-the-Spot (OTS) Cash Award 
a. Definition. For those acts, services or achievements less than 30 days in length. Dollar 

limit: $25 to $500 (per award). 
b. Nominating procedure. 

(1) Complete DA Form 1256 (Incentive Award Nomination and Approval), part I. 
Indicate “ON-THE-SPOT CASH AWARD” and the recommended amount. The DA Form 1256, 
along with the justification and citation described below, will be submitted to the Civilian Personnel 
Branch in an original and one copy. (For an example of a properly completed DA Form 1256 for this 
award, see appendix B, figure B-1.) 

(2) Justification. Attach a narrative justification, one-half to one page in length, double-
spaced. Restrict the narrative to factual comments that will support the nomination. 

(3) Citation. Attach a proposed citation of 70 words or less. 

2-10. Special Act or Service Award (SASA) 
a. Definition. For those acts, services or achievements 30 days to 6 months in length. Dollar 

limit: $251 to $1,000. SASA’s will be limited to one award per person per fiscal year. 
b. Nominating procedure. 

(1) A supervisor or any official having direct knowledge of the act or service, in co
ordination with the department or division chief, may initiate a nomination for a SASA using DA 
Form 1256. 

(2) Complete DA Form 1256, part I. Indicate “SPECIAL ACT/SERVICE AWARD” and 
the recommended amount. (See appendixes C and D, which contain tables 7-1 and 7-2 from AR 
672-20, to determine the appropriate recommended amount.) The DA Form 1256, along with the 
justification and citation described below, will be submitted to the Civilian Personnel Branch in an 
original and one copy. (For an example of a properly completed DA Form 1256 for this award, see 
appendix B, figure B-2.) 

(3) The department or division chief of the individual being recommended for the award 
will sign below the supervisor on the DA Form 1256, in item 7b, as one of the nominating officials 
(that is, item 7a will contain the name and title of the nominating official and the name and title of 
the department or division chief, and item 7b will contain the signature of both the nominating 
official and the department or division chief, unless the nominating official and the department or 
division chief are one and the same). 

(4) Justification. Attach a narrative justification, one-half to one page in length, double 
spaced. Include statement at the end to indicate how recommended amount for the award was 
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derived from the criteria chart in AR 672-20, table 7-1 and/or table 7-2 (for example, “This award 
was based on extended application of moderate value in accordance with AR 672-20, table 7-2.”). 

(5) Citation. Attach a proposed citation of 70 words or less. 

2-11. Time Off Award (TOA) 
a. Definition. Employees may be nominated by their supervisors for up to 40 hours of time off 

during a leave year for achievements or performance contributing to the Army mission. The 
approval authority for TOAs of eight hours or less is delegated to department and division chief. 
(Within the scope of this delegation, any organizational element whose chief is directly subordinate 
to a deputy commander is considered a department or division chief.) (For an example of a properly 
completed DA Form 1256 for this award, see appendix B, figure B-3.) 

b. Nominating procedure. 
(1) TOAs based on performance appraisals. If the TOA is based on a performance 

appraisal, complete DA Form 1256, part I, indicating “TIME OFF AWARD” and the number of 
hours recommended for the award. (For an example of a properly completed DA Form 1256 for this 
award, see appendix B, figure B-4.) (If the TOA is for more than eight hours, the number of hours 
recommended will be determined using the criteria in AR 672-20, table 7-1 and or 7-2. See 
appendixes C and D, which contain these tables.) Also submit a photo-copy of the front side of the 
employee’s completed DA Form 7222 (Senior System Civilian Evaluation Report) or DA Form 
7223 (Base System Civilian Evaluation Report). (For examples of properly completed DA Forms 
7222 and 7223 for this award, see appendix B, figures B-5 and B-6, respectively.) Submit the DA 
Form 1256, and DA Form 7222 or 7223 to the Civilian Personnel Branch in original and one copy. 

(2) TOAs based on special acts. 
(a) If the TOA is based on a special act, complete DA Form 1256, part I, indicating 

“TIME OFF AWARD” and the number of hours recommended for the award. (If the TOA is for 
more than eight hours, the number of hours recommended will be determined using the criteria in 
appendix C and/or appendix D.) The DA Form 1256, and the justification described below (if 
required), will be submitted to the Civilian Personnel Branch in an original and one copy. 

(b) Justification. 
1 No justification is required for any “special act” TOA that awards eight hours or 

less of time off; however, the department or division chief must submit an approved DA Form 1256 
to the Civilian Personnel Branch before the award is used by the employee. 

2 For TOAs greater than eight hours, a narrative justification is required, stating 
the employee’s achievement(s) and the date(s) of accomplishment. The justification will be one-half 
to one page in length, double spaced. Include statement at the end to indicate how recommended 
amount for the award was derived from the criteria chart in AR 672-20, table 7-1 and/or table 7-2 
(for example, “This award was based on extended application of moderate value in accordance with 
AR 672-20, table 7-2.”). 

Section III 
Honorary Awards 

2-12. General definition of honorary awards 
Honorary awards are granted to civilian personnel in recognition of outstanding achievements or 
contributions. For example, an honorary award is particularly appropriate in recognition of con-
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tinued distinguished service, a singular achievement, or an act of personal heroism. Honorary 
awards may be used in lieu of, or in conjunction with, other awards for a single action. 

2-13. Criteria for earning honorary awards 
There are two broad categories of honorary awards authorized by AR 672-20. They are— 

a. Federal honorary awards. Table 2-1, below, lists these awards, and also shows the approval 
level, and the equivalent military award for each. For the criteria for each award listed in table 2-1, 
see AR 672-20, chapter 8. 

Table 2-1 
 
Awards hierarchy and approval levels chart 
 
Civilian award Approval level Equivalent military award 
Decoration for Exceptional Civilian Secretary of the Army Distinguished Service Medal 
Service 
Meritorious Civilian Service Award MACOM commanders Legion of Merit 

Superior Civilian Service Award Commanders MG and above and civilian Meritorious Service Medal 
equivalent 

Commander’s Award for Civilian Service 	 Commanders COL and above and civilian Army Commendation Medal 
equivalent 

Achievement Medal for Civilian Service 	 Commanders LTC and above and civilian Army Achievement Medal 
equivalent 

Certificate of Achievement 	 Local commanders—may be redelegated Certificate of Achievement 
to directors 

This table is an extract of table 8-1, AR 672-20. 

b. Public service awards. For criteria, see AR 672-20, chapter 9. Contact the Civilian 
Personnel Branch for all other information and assistance regarding public service awards. 

2-14. Nomination procedure for honorary awards 
Each of the various honorary award requires different documentation. As a minimum, the following 
documentation will be included for all nominations for honorary awards and will be submitted to the 
Civilian Personnel Branch in an original and eight copies. Refer to AR 672-20 for the specific award 
being recommended to determine if additional documentation is required for that award. 

a. DA Form 1256. Complete part I. Indicate the type of honorary award being recommended. 
If other than those listed on the form in item 6a, specify the name of the award in the “OTHER” 
block. (For an example of a properly completed DA Form 1256 for this award, see appendix B, 
figure B-7.) 

b. Justification. A narrative justification, summarizing the individuals achievements and the 
benefits derived from those achievements, ensuring that they meet the criteria for the award as 
defined in AR 672-20. The justification must be no more than one page in length, double spaced. Be 
as specific and quantitative as possible and include only factual statements to support the award. 

c. Citation. A proposed citation of 70 words or less. 

2-15. Approval authority 
The approval authorities for the various honorary awards are stated in table 2-1, above. In those in-
stances where the approval authority is higher than the MEDDAC Commander, the MEDCOM 
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Commander will complete part IV of DA Form 1256. 

Section IV 
 
Performance Award, Quality Step Increase, and Career Service Recognition
 

2-16. Performance Award 
 
a. Definition. A performance award is a monetary award given in recognition of high-level 

performance for a specific period. The minimum period covered will be six months. A maximum of 
three percent of the employee’s annual salary may be given for approved performance awards with 
exceptional rating (that is, Success Level I-Total Army Personnel Evaluation System (TAPES) 
ratings), and a maximum of one percent of the employee’s annual salary may be given for approved 
performance awards with highly successful ratings (that is, Success Level II-TAPES). 

b. Nominating procedure. 
(1) Base System employees. Enter the proposed percentage of salary or dollar amount of 

award on DA Form 7223, part III. 
(2) Senior System employees. Enter the proposed percentage of salary or dollar amount of 

award on DA Form 7222, part III, item 6b. 

2-17. Quality Step Increase (QSI) 
a. Definition. A QSI is an additional within-grade pay increase given to General Schedule 

(GS) employees and should be based on past performance and demonstrated potential for continued 
superior performance. GS employees with exceptional ratings (that is, Success Level I-TAPES) of 
record for the current rating period are eligible. 

b. Nominating procedure.	 
(1) Base System employees. Enter the proposed grade and step on DA Form 7223, part 

III. 
(2) Senior System employees. Enter the proposed grade and step on DA Form 7222, part 

III, item 6b. 

2-18. Career service recognition 
Career service emblems and certificates are provided to employees who complete 10, 15, 25, 30, 35, 
40, 45, and 50 years of satisfactory service with the Department of the Army and other government 
agencies. Career service recognition is automatic, upon notification from the Civilian Personnel 
Office that a GS employee is to receive such recognition. 

Chapter 3 
 
The Civilian Employee of the Month Program
 

3-1. Purpose 
 
To establish procedures for nominating civilian employees for recognition as Civilian Employee of �
the Month. �

3-2. Description of the program 
The Civilian of the Month Program is a means of recognizing outstanding civilian employees. The 
program is specifically targeted to recognize those civilians who have made truly significant con-
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tributions in accomplishing the mission of the Army Medical Department, who have displayed ex
ceptional courtesy to patients and the public, and who have performed in such a manner as to reflect 
significant credit upon the organization. The civilian employee designated as Employee of the 
Month will receive a Certificate of Commendation, an 8-hour Time Off Award, and a 30-day 
reserved parking space, except as noted below. Additionally, the Civilian Employee of the Month 
will be submitted automatically to compete as Civilian of the Quarter. The civilian employee 
designated as Employee of the Quarter will receive a Certificate of Commendation and a 24-hour 
Time Off Award, except as noted below. Note: Federal regulation prohibits cash awards to 
contract employees; therefore, any contract employee who is selected Employee of the Month or 
Employee of the Quarter will receive a Certificate of Commendation and a 30-day reserved parking 
space. 

3-3. Eligibility requirements 
a. All civilian employees GS-1 through GS-12 and Wage Grade (WG) equivalents, and 

contractor employees of KACC and Barquist USAHC are eligible for nomination for Civilian of  the 
Month. 

b. 	 Nominations should be based on the following: 
(1) Effectively produces results by performance of duties. 
(2) Contributions to quality. 
(3) Accepts new challenges or assignments, and has initiative. 
(4) Has a good attitude towards duties, management, and co-workers. 
(5) Other significant accomplishments: Consider self-development activities and in

volvement in the MEDDAC and local communities, such as service organizations, people programs, 
youth programs, etc. 

c. Employees of the Quarter are ineligible for successive consideration for the subsequent 
eight quarters (that is, for two years). 

3-4. Responsibilities 
a. Supervisors will ensure that deserving employees are nominated and that the nominating 

justification is sufficient to merit consideration. 
b. Peers who nominate fellow employees will submit justification that is as complete as 

possible to ensure the nominee receives the same consideration as other employees who are nom
inated by their supervisors. 

c. The Human Resources Assistant will: 
(1) Collect all nominations and distribute copies to the members of the Civilian Awards 

Board. 
(2) Forward the winning nomination to the MEDDAC Commander for approval and 

initiate appropriate the civilian personnel action for processing through the Civilian Personnel 
Advisory Center. 

3-5. Procedure 
a. Nominations for Employee of the Month will be submitted so as to arrive at the Civilian 

Personnel Branch not later than the last duty day of the second week of each month. Nominations 
received by the cutoff date will be boarded the following month during the regularly scheduled 
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awards board. 
b. MEDDAC Form 744 (Kimbrough Ambulatory Care Center and Barquist U.S. Army Health 

Clinic Civilian Employee of the Month Nomination) will be used to nominate deserving civilians for 
the Employee of the Month. Completing this form is self-explanatory. A copy of the form is 
included in the –R Forms section at the back of this pamphlet. A fillable electronic version of the 
form is also available within FormFlow. The FormFlow version of the form, and a Portable Doc-
ument Format (PDF) version are also available in the Electronic Forms section of the MEDDAC 
web site. The PDF version of the form is non-fillable. 

c. The Civilian Awards Board Recorder (that is, the Human Resources Assistant) will— 
(1) Collect all nominations, coordinate peer nominations with the appropriate supervisor, 

and distribute a copy of each nomination to all members of the board for voting at least two days 
prior to the monthly meeting. 

(2) Collect secret ballot votes from board members and tally the results. The nominee 
with the majority of the votes will win the competition. The chairperson will vote only if a tiebreaker 
vote is necessary. The recommendations of the board will be forwarded to the commander, who will 
make the final decision. 

(3) In January, April, July and October, board the nominations of the three individuals 
who were selected Employee of the Month during the previous quarter, to select the Civilian of the 
Quarter from among them. 

Appendix A 

References 


Section I 

Required Publications


AR 672-20 

Incentive Awards. (Cited in para 2-12.) 


Section II 

Related Publications

A related publication is merely a source of 
additional information. The user does not have 
to read it to understand this publication. 

Article 39, Incentive Awards and Suggestion 
Programs, Negotiated Agreement, American 
Federal of Government Employees Local 1622 

Section III 
Prescribed Forms 

MEDDAC Form 744 
Kimbrough Ambulatory Care Center Civilian 
Employee of the Month & Quarter Nomination 

Section IV 
Referenced Forms 

DA Form 1256 
Incentive Award Nomination and Approval 

DA Form 7222 
Senior System Civilian Evaluation Report 

DA Form 7223 
Base System Civilian Evaluation Report 
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Appendix B 
 
Examples of Properly Completed Forms for Civilian Incentive Awards Nominations 
 

Figure B-1. 

Example of a properly completed DA Form 1256 for an On-the-Spot Award 
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Figure B-2. 
 

Example of a properly completed DA Form 1256 for a Special Act/Service Award 
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Figure B-3. 

Example of a properly completed DA Form 1256 for a Time Off Award for up to 8 hours, 
based on a performance appraisal 
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Figure B-4. 

Example of a properly completed DA Form 1256 for a Time Off Award for more than 8 hours, 
based on a performance appraisal 
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Figure B-5. 

Example of a properly completed DA Form 7222 to support a Time Off Award 
based on a performance appraisal 
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Figure B-6. 

Example of a properly completed DA Form 7223 to support a Time Off Award 
based on a performance appraisal 
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Figure B-7. 
 

Example of a properly completed DA Form 1256 for an honorary award
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Appendix C 
 
Table 7-1, AR 672-20, Contributions with Tangible Benefits 
 

The table on the following page is extracted from AR 672-20. It is a quick guide for calculating 
awards based on tangible benefits. 
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Table 7–1
 
Contributions with tangible benefits
 

8
 AR 672–20 • 29 January 1999 



Appendix D 
 
Table 7-2, AR 672-20, Scale of Awards Based on Intangible Benefits 
 

The table on the following page is extracted from AR 672-20. 
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Table 7–2
 
Scale of awards based on intangible benefits
 

AR 672–20 • 29 January 1999 9
 



Glossary 

Section I 
Abbreviations 

AR 
Army regulation 

COL 
colonel 

DA 
Department of the Army 

GS 
General Schedule 

KACC 
Kimbrough Ambulatory Care
Center 

LTC 
lieutenant colonel 

MEDCOM 
U.S. Army Medical Command 

MEDDAC 
U.S. Army Medical Depart-
ment Activity, Fort George G.
Meade 

MG 
major general 

NARMC 
North Atlantic Regional Med-
ical Command 

OTS 
On-the-Spot (Cash Award) 

PDF 
Portable Document Format 

QSI 
Quality Step Increase 

SASA 
Special Act or Service Award 

TAPES 
Total Army Personnel Eval-
uation System 

TOA 
Time Off Award 

USAHC 
U.S. Army health clinic 

WG 
Wage Grade 

Section II 
Terms 

This section contains no en-
tries. 
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KIMBROUGH AMBULATORY CARE CENTER 
CIVILIAN EMPLOYEE OF THE MONTH & QUARTER NOMINATION 

Name of nominee Position title Grade 

Organizational element 

Narrative Justification: (Justification should include examples of: (1) performance that exceeds established standards for quality, quantity, 
timeliness, etc.; (2) demonstrated initiative and positive additude toward duties and mission; and (3) other significant personal accomplishments 
involving self-development and community involvement.) 

Supervisor's typed name, title and grade Supervisor's signature Date 

MEDDAC (Ft Meade) Form 744, 1 Jan 03 


	Name: 
	Title: 
	Grade: 
	Element: 
	Justification: 
	Supv Name: 
	Date: 


